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Agency 

Washington Suburban Sanitary Commission 

Division/Unit 
Office of the CIO 

Item 
No. 

Description Retention 

1100-01-001 Executive Policy Communications 
Executive communications regarding Washington Suburban 
Sanitary Commission (WSSC) policy issues. 

1100-01-002 

1100-01-003 

1100-01-004 

1100-01-005 

1100-02-001 

1100-02-002 

Executive Communications 

Executive communications that don't fit within other record series. 

Publications 
Official agency publications or audio/video productions, such as 
Annual Reports, the General Manager's Report, and Outreach 
brochures. Includes copies of the publications and records related 
to their release or distribution. Federal and State Legislative 
Update Newsletters (External Version). 
Customer Notification System (CNS) 
Notice of water use restrictions imposed by WSSC because of 
restrictions on water supply. 

Water Quality Issue Public Notification Records 
Records related to any public notice required by the Safe Drinking 
Water Act (SDWA) due to water quality issues. 

News Releases - Policy or Historical Value 
Prepared statements or announcements announcing WSSC 
events, new programs, program changes or termination, major 
shifts in policy and changes in officials or senior administrative 
personnel. The Business Unit has declared these records as 
permanent based on their administrative, historical and legal value. 

Community Outreach Programs 
External General Correspondence with Community Associations, 
Neighboring Property Owners, Other Public and Regulatory 
Agencies, Municipalities and Chamber of Commerce. Note: 
Project specific communications remain with the project file. 

Permanent - Retain for 10 
years, and then review for 
active, inactive status. If active, 
retain for 10 years until next 
review. If inactive, offer to the 
Maryland State Archives for 
permanent retention. 

Retain for 3 years, then 
destroy. 

Permanent. Retain until 
publications are released to the 
public, then offer to the 
Maryland State Archives for 
permanent retention. 

Retain for current year plus 1 
year, then destroy. 

Retain for 5 years, then 
destroy. 

Permanent - Retain for 10 
years, then offer to the 
Maryland State Archives for 
permanent retention. 

Retain for 3 years, then 
destroy. 
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Agency Division/Unit 

Washington Suburban Sanitary Commission Office of the CIO 

Item 
No. 

Description Retention 

1100-02-003 Beat Assiqnments Files 
Beat and On-call assignments for Communication Department 
Employees. 

Retain for 5 years, then 
destroy. 

1100-02-004 Public Addresses bv WSSC Officials 
Speeches, addresses, and comments of WSSC officials, remarks 
made at formal WSSC ceremonies by officials, State of WSSC 
Addresses, etc. Includes paper records, videotape, motion picture 
or tape recordings. 

Permanent - Retain for 10 
years, then offer to the 
Maryland State Archives for 
permanent retention. 

1100-03-001 Aqreements/lnteraqencv Aqreements 
All Agreements, including Contracts, Memorandum of 
Understanding (MOU), between WSSC and any individual or entity, 
including another governmental agency, but not including Right of 
Ways (ROWs) or Sewer Extension Permits (SEPs,) which have 
their own separate record series. 

Retain for 10 years after 
expiration or fulfillment of all 
terms of the agreement or 
contract, then destroy. 

1100-03-002 Seal, Loqo and Other Intellectual Property Records 
Records relating to WSSC owned copyrights, trademarks, service 
marks, seals, logos, taglines and other similar intellectual 
property. Includes Materials Use Agreements authorizing the use 
or publication of WSSC-owned intellectual property. 

Permanent - Retain until 
superseded, then offer to the 
Maryland State Archives for 
permanent retention. 

1100-03-003 Commission Records - Photoqraohs and Videos with 
Historical Value 
Photographs or videos with historical value and any associated 
permissions to use photographs/videos. The Business Unit has 
declared these records as permanent based on their 
administrative, historical and legal value. The Director of 
Communications and Community Relations will make the decision 
on whether the record is permanent or not. This decision is based 
on whether the record(s) have sufficient value to warrant its 
permanent retention. 

Permanent - Retain for 10 
years, then offer to the 
Maryland State Archives for. 
permanent retention. 

DGS 550-1A 
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Agency Division/Unit 
Washington Suburban Sanitary Commission Office of the CIO 

Item 
No. 

Description Retention 

1100-03-004 Commission Records - Routine Photoqraohs and Videos 
Routine Photographs (non project or program file) and associated 
permission to use photographs/videos. Note that photos or video 
associated with a specific project or program will be filed with that 
project or program. The Director of Communications and 
Community Relations will make the decision on whether the record 
is routine, or has historical value and belongs in above category. 

Retain for 5 years, then 
destroy. 

1100-03-005 CorresDondence and General Documentation - Routine 
Documents and correspondence that are not part of a case file or 
project which are central or essential to an employee's work, but 
are of a non-policy nature and deal with only day-to-day general 
operations of WSSC. 

Retain for 3 years after subject 
closure, then destroy. 

1100-03-006 Employee Publications 
This record series represents Internal WSSC Employee 
Publications (not for general public dissemination) such as Fish 
Tales, Office newsletters produced throughout the year, Federal 
and State Legislative Update Newsletters (Internal versions). For 
publications to the general public reference: COMAR 14.18.02.02 
(8) "Publication" means any informational material developed by or 
for an agency for general public dissemination. 

Retain for 30 years, then 
destroy. 

1100-03-007 Mail Loas 
Record of mail, automated mail stream reports, routing slips, 
interoffice delivered items and completed forms for Inter-office 
deliveries/receipts. 

Retain for current year plus 5 
years, then destroy. 

1100-04-001 Water Quality and Consumer Confidence Reports 
Water Quality Reports and other publications pertaining to 
Consumer Confidence not included in other record series. 

*> 

Permanent - Retain for 10 
years, and then review for 
active, inactive status. If active, 
retain for 10 years until next 
review. If inactive, offer to the 
Maryland State Archives for 
permanent retention. 

DGS 550-1A 
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Agency Division/Unit 
Washington Suburban Sanitary Commission Office of the CIO 

Item 
No. 

Description Retention 

1100-04-002 Special Studies 
All correspondence and documentation regarding any special 
studies required by legislature and associated reports or findings. 

Permanent - Retain for 10 
years, and then review for 
active, inactive status. If active, 
retain for 10 years until next 
review. If inactive, offer to the 
Maryland State Archives for 
permanent retention. 

1100-04-003 Publication Requirement Records 
Documentation of compliance with laws requiring posting, mailing, 
publication or other distribution of public notice of meetings of the 
Board or adoption of regulations. Records include notices of rate 
and other major hearings published in newspapers and proof of 
publication, notices of weekly and monthly meetings posted at 
WSSC facilities, notice of regulatory changes or revisions, and 
other records documenting the posting of the notices. 

Permanent - Retain for 10 
years, and then review for 
active, inactive status. If 
active, retain for 10 years until 
the next review. If inactive, 
offer to the Maryland State 
Archives for permanent 
retention. 

1100-04-004 Auditinq - Annual Financial Report, Uniform Financial 
Report. 
Audited Financial Statements and Uniform Financial Reports 

Permanent - Retain for 10 
years, and then review for 
active, inactive status. If active, 
retain for 10 years until next 
review. If inactive, offer to the 
Maryland State Archives for 
permanent retention. 

1200-01-001 Customer Claim Records 
This series documents claims and related correspondence from 
customers or other interested members of the public. Records may 
include the name and contact information of the claim, the date 
and nature of the claim, and the response, adjustment or 
disposition made. May include supporting documentation such as 
correspondence sent and received, memos, and material gathered 
to explore or respond to issues, if relevant to the disposition of the 
claim. Excludes claims once referred to Dispute Resolving Board 
or Refund Hearing or if legal action filed. 

Retain for 3 years after final 
resolution of the complaint, 
then destroy. 

DGS S50-1A 
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Agency Division/Unit 
Washington Suburban Sanitary Commission Office of the CIO 

Item 
No. 

Description Retention 

1200-02-001 Customer Complaint Records 
This series documents complaints or other correspondence from 
customers or other interested members of the public about billing, 
service, or operations. Records may include the name and contact 
information of the complainant, the date and nature of the 
complaint, and the response, adjustment or disposition made. May 
include supporting documentation such as correspondence sent 
and received, memos, and material gathered to explore or respond 
to issues, if relevant to the disposition of the complaint. 

Retain for 3 years after final 
resolution of the complaint, 
then destroy. 

1200-02-002 Customer Account Records 
This series consists of the account information and history of each 
customer, including billing and payment information, account 
change information, reports, service requests, delinquent account 
and collection information. Records are maintained in the 
Customer Billing and Information System (CBIS). 

Retain until account closure 
plus 15 years, then destroy. 

1200-02-003 Service Order Records 
This series documents requests for service by customers for work 
to be performed by WSSC personnel, including connections, 
disconnections, repairs and other maintenance functions. Consists 
of paper copies of service orders, work orders and any similar 
records requesting, authorizing or describing work to be done. 
EXCLUSIONS: 
(i) Electronic data in the Customer Billing and Information System 
that is used to generate hard copy service or work orders are 
covered by CUSTOMER ACCOUNT RECORDS (1200-02-002). 

Retain for current year plus 6 
years, then destroy. 

1200-02-004 Service Reports 
This series consists of the Monthly Service Statistics Reports, Call 
Center Statistical Data, Interactive Voice Response Systems 
(IVRS) and any other reports documenting service availability or 
interruptions. 

Retain for 2 years after the end 
of the calendar year of the 
period covered by the report, 
then destroy. 

DGS 550-1A 
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Agency Division/Unit 
Washington Suburban Sanitary Commission Office of the CIO 

Item 
No. 

Description Retention 

1200-02-005 Covenants for Service to Property 
Private Easement Agreements, Declaration of Covenants, 
Covenant Agreements, Shared Site Utility System Billing and 
Maintenance Agreements and all related documents. 

Permanent - Retain for 10 
years, and then review for 
active, inactive status. If active, 
retain for 10 years until next 
review. If inactive, offer to the 
Maryland State Archives for 
permanent retention. 

1200-02-006 Meter and Meter Reading Manaqement Records (excludes 
Larqe Meters) 
Automatic Meter Reading, Meter Change Tickets, Meter Statistics, 
Monthly Log Sheet, Work Orders, Test shop testing and calibration 
tests, Supervisor Daily Tracking Device for Handhelds used by the 
meter readers identifying how many meter reader errors are 
currently active. 

Retain for 5 years, then 
destroy. 

1200-02-007 Larqe Meter and Meter Readinq Manaqement Records 
Large Meter Records, including Automatic Meter Reading, Meter 
Change Tickets, Large Meter Stats, Daily Log Sheet, Work 
Orders, Test shop testing and calibration tests. 

Retain for 7 years, then 
destroy 

1200-02-008 Dispute Resolution and Refund Request Claims 
This series consists of case files for administrative hearings to 
resolve customer disputes. May include supporting documentation 
such as Decisions, CD Recordings, Correspondence sent and 
received, Memos, and material gathered to explore or respond to 
issues. 

Retain for 3 years after final 
decision is rendered, then 
destroy. 

1200-02-009 Bav Restoration Fee Issues 
WSSC Customer correspondence, agreements, fund transfers or 
related materials related to Bay Restoration Fee, including review 
of requests for exemption. 

Retain for 5 years or audit, 
whichever occurs later, then 
destroy. 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. 2669 DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Page 7 of 70 

Agency Division/Unit 
Washington Suburban Sanitary Commission Office of the CIO 

Item 
No. 

Description Retention 

1300-01-001 General Ledaer Records 
This series documents all fiscal transactions for a fiscal year. 
Consists of the general ledger showing receipts and expenditures 
from all accounts and funds. 

Permanent - Retain for 10 
years, and then review for 
active, inactive status. If active, 
retain for 10 years until next 
review. If inactive, offer to the 
Maryland State Archives for 
permanent retention. 

1300-01-002 Subsidiary Ledqers and Journals 
This series documents quarterly fiscal transaction details. Records 
include subsidiary ledgers; receipt, disbursement, general, or 
subsidiary journals; and journal vouchers, entries, trial balance, 
supporting documentation such as correspondence, and similar 
records not listed elsewhere in this schedule. 
EXCLUSIONS: 
(i) Payroll registers are covered under PAYROLL AND EARNING 
RECORDS (1300-10-001). 

Retain for 7 years, then 
destroy. 

1300-01-003 Indirect Cost Allocations 
Capital allocation formula documentation (pre-standard and 
standard rate calculations), Pre-Oracle Bond Fund Rates. Mass 
allocation formula documentation, IT Statistics, Transportation and 
Equipment Statistics. 

Retain for current year plus 6 
years, then destroy. 

1300-01-004 Monthly Comparative Financials 
Notes on Budget in comparative financials. 

Retain for 4 years, then 
destroy. 

1300-01-005 Current Year Actual to Past Year Actual Variance Analysis 
Variance analysis and reconciliations. 

Retain for current year plus 6 
years, then destroy. 

DGS 550-1A 
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Agency Division/Unit 

Washington Suburban Sanitary Commission Office of the CIO 

Item 
No. 

Description Retention 

1300-02-001 Accounts Payable Records 
This series documents monies to be paid and disbursements. 
Records may include claims, invoices, purchase card (p-card) 
payment requests, transaction detail reports, purchase orders, 
checks, expenditure authorizations, warrant packages, travel 
requests, approval forms, travel and expense reimbursement 
records, relocation reimbursement records, and similar records not 
listed elsewhere in this schedule. Includes electronic databases, 
spreadsheets, logs (i.e., Development Services Group (DSG) 
Refund Log). 

Retain for 7 years after the end 
of the fiscal year of the date of 
payment, then destroy. 

1300-02-002 Capital Asset Equipment or Fixed Asset Payment Records 
Records relating to the purchase costs of capital equipment or 
fixed assets not covered by the capital asset documentation. 

Retain for the life of the asset, 
then destroy. 

1300-03-001 Accounts Receivable Records 
This series documents monies received or owed. Records may 
include receipt books, billing registers, account cards, deposit 
warrants, bill copies or stubs and similar records. 

Retain for 3 years after the end 
of the fiscal year of date of 
receipt, then destroy. 

1300-03-002 Account Receivable Suretv Deposit Records 
Records relating to the receipt of deposits as sureties for the 
delivery of services. 

Retain for 3 years after the end 
of the fiscal year of termination 
of service, or refund of deposit 
whichever occurs first, then 
destroy 

1300-03-003 Accounts Receivable Write-off Records 
Records of accounts declared uncollectable, including write-off 
authorizations. 

Retain for 3 years after the end 
of the fiscal year of write-off 
date, then destroy. 

1300-04-001 Annual Operatinq Budqet Records 
This series consists of approved annual operating budgets, 
including amendments. Records include the proposed and 
approved budget books. 

Permanent - Retain for 10 
years, and then review for 
active, inactive status. If active, 
retain for 10 years until next 
review. If inactive, offer to the 
Maryland State Archives for 
permanent retention. 

DGS 550-1A 
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Agency Division/Unit 
Washington Suburban Sanitary Commission Office of the CIO 

Item 
No. 

Description Retention 

1300-04-002 Annual Operatinq Budqet Workinq Papers 
Annual operating budget documents, consisting of working papers 
relating to the preparation of the annual budget, including the 
Supporting Schedule Book, Personnel Services Budget 
Calculations, Staffing Pattern Adjustment Forms (F-11), Personnel 
Reassignments, Revenue and Consumption Calculations, and 
similar records. 

Retain for 3 years after the end 
of the fiscal year covered by 
the budget, then destroy. 

1300-04-003 Annual Capital Budqet Records 
This series consists of master copies of the approved capital 
budgets and associated final reports. 

Permanent - Retain for 10 
years, and then review for 
active, inactive status. If active, 
retain for 10 years until next 
review. If inactive, offer to the 
Maryland State Archives for 
permanent retention. 

1300-04-004 Annual Capital Budqet Workinq Papers 
This series documents the Annual Capital Budget and Capital 
Improvement Plan Development and review process documents. 
Records consist of working papers relating to the preparation and 
review of the budget and plan, including P3 schedules, reports, 
worksheets, financial statements, correspondence, computations 
and project reports. 

Retain for 3 years after the end 
of the fiscal year covered by 
the budget, then destroy. 

1300-04-005 Water and Sewer Rate Records 
This series documents water and sewer rates. Includes water and 
sewer rate schedules. 

Retain a record copy of the 
current and previous rate 
schedules for 10 years, after a 
rate goes into effect, or until 
the rate is superseded 
whichever is the latest, then 
destroy. 

1300-04-006 Water and Sewer Rate Supportinq Records 
Records documenting the rate setting process, including the listing 
of rates and fees, public records book, retail rates, committee 
packages, any independent studies, notices of intent, change 
appeal documentation, and similar related records. 

Retain for 10 years after a rate 
goes into effect, or until the 
rate is superseded whichever 
occurs later, then destroy. 

DGS 550-1A 
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Agency Division/Unit 
Washington Suburban Sanitary Commission Office of the CIO 

item 
No. 

Description Retention 

1300-05-001 Lock Box Records 
This record series contains the Lock Box Batch Summary and 
Journal Reports. 

Retain for current year plus 2 
years, then destroy. 

1300-05-002 Cash Letters and Reqister Tapes 
Mail Tapes, Batch Status Reports, Cash Letters, Petty Cash 
Paper and Register Tapes. 

Retain for 5 years, then 
destroy. 

1300-05-003 Bankinq Records 
This series documents financial dealings and transactions with 
banking institutions. Includes bank statements, reconciliations, 
and other similar records not elsewhere listed in this schedule. 

Retain for current fiscal year 
plus 5 years, then destroy. 

1300-05-004 Cash Books. Receipts and Reports 
Cash Book showing receipts, petty cash vouchers, cash account 
pre-edit listing, daily cash reports and other documentation of 
receipt of monies for fees, parking tickets, rentals and 
registrations. 

Retain for current fiscal year 
plus 2 years, then destroy. 

1300-05-005 Cash Receipt Journals 
Cash Receipt Journal used to record all transactions involving the 
receipt of cash. 

Retain for current fiscal year 
plus 2 years, then destroy. 

1300-05-006 Cash Reqister Validation Tape 
Cash Register Validation Tape and related records. 

Retain for current fiscal year 
plus 1 year, then destroy. 

1300-06-001 Bond Issue File 
Records that document the authorization to finance WSSC 
improvements through bonded indebtedness and implementation of 
WSSC bond issues, including bond anticipation notes, industrial 
development revenue bonds, general obligation bonds, revenue and 
refunding bonds, water bonds and special improvement bonds; 
usually include correspondence and general documentation, 
authorizations supporting financial arrangements, bond ratings, 
contracts or sales agreements, and sample copies or specimens 
of bonds sold as evidence of WSSC indebtedness. 

Retain for the life of the bond, 
plus 3 years, then destroy. 

PGS 550-1A 
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Agency Division/Unit 
Washington Suburban Sanitary Commission Office of the CIO 

Item 
No. 

Description Retention 

1300-06-002 Bond Issue Proceedinas Books 
Certified record of proceedings relating to a bond issue, containing 
specimen (usually original) documents related to the approval 
process and issuance of bonds typically compiled in book form for 
presentation to WSSC by the bond agent or bond counsel. 

Permanent - Retain for 10 
years, and then review for 
active, inactive status. If active, 
retain for 10 years until next 
review. If inactive, offer to the 
Maryland State Archives for 
permanent retention. 

1300-06-003 Bond Reqisters and Ledqers 
Records documenting the redemption of coupons for WSSC 
Bonds. Bond registration and redemption transactions may be 
handled by a bond registration or paying agent. 

Permanent - Retain for 10 
years, and then review for 
active, inactive status. If active, 
retain for 10 years until next 
review. If inactive, offer to the 
Maryland State Archives for 
permanent retention. 

. 1300-06-004 Bonds. Notes and Coupons Paid 
Canceled or redeclared bonds and coupons received from paying 
agents throughout the lifetime of the bond issue. 

Retain for the life of the bond, 
plus 1 year, then destroy. 

1300-06-005 Public Improvement Loans 
Significant loans obtained to finance public improvements. 

Retain for final payment plus 
20 years or audit, whichever 
occurs later, then destroy. 

1300-06-006 Routine Loans 
Minor loans obtained for purposes other than public improvements. 

Retain for final payment plus 6 
years after payment and 
cancellation or audit, whichever 
occurs later, then destroy. 

1300-06-007 Debt Service Interfund Analysis Records 
Periodic Reports, Studies and Surveys regarding Debt Service 
Transfer - Interfund, Principal and Interest. 

Retain for current year plus 3 
years, then destroy. 

1300-07-001 Financial Audit Workinq Papers 
This series consists of working papers, summaries, 
correspondence, and similar records created for the purpose of 
carrying out or supporting an audit. May include final reports of 
internal audits, if the internal audits were conducted in preparation 
for or in support of a completed external audit. 

Retain until closure plus 5 
years, then destroy. 

DGS 550-1A 
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Agency Division/Unit 

Washington Suburban Sanitary Commission Office of the CIO 

Item 
No. 

Description Retention 

1300-08-001 Awarded Grants 
Documentation of grants accepted by WSSC, including records of 
grant application, administration, performance under the grant, 
grant contracts and agreements and annual and final performance 
reports. 

Retain for completion of the 
audit plus 6 years, then 
destroy. 

1300-08-002 Federal Revenue Sharinq 
Documentation and reports of WSSC's receipt and reallocation of 
federal revenue sharing funds, including public notices, expenditure 
records and reports, project records, financial and payroll records. 

Retain for current year plus 6 
years, or completion of 
applicable audits plus 3 years, 
whichever is longer, then 
destroy. 

1300-08-003 Rejected Grants 
Documentation of grants applied for by WSSC and either rejected 
by the grantor or not accepted by WSSC. 

Retain for final disposition plus 
2 years, then destroy. 

1300-08-004 Reports - Grant Funded Proqrams 
Periodic reports on the administrative and fiscal operations of 
federal or state funded programs compiled on an annual basis. 

Retain for 3 years after 
completion of all applicable 
audits, then destroy. 

1300-09-001 Interest Allocation Records 
Interest Allocation, Annual Prepared By Client (PBC) Work papers 
for Audit, Cash Monitor, Monthly Analysis and Reconciliations, 
Purchases and supporting documentation. 

Retain for audit plus 10 years, 
then destroy. 

1300-09-002 Retirement Plan Investments 
Investment performance calculations; Investment manager reports; 
Investment manager agreements; Investment consultant contracts; 
Investment consultant reports; Quarterly asset reconciliations; Fee 
payments: Managers, Consultant, and Custodian bank. 

Retain for 6 years after 
withdrawal of all funds, then 
destroy. 

1300-09-003 WSSC Investments 
Daily Investment sheets; Schedule of Investments; Repurchase 
agreement (Repo) Mark-to-Market; Investment purchase sheets; 
Wire Transfer and Cash Movement Activity; Quarterly 
Reconciliations; Daily Bank Reports; Monthly Banking Reports; 
Custody Fee Invoices and WSSC Investment Procedures. 

Retain for 6 years after 
investment ends, then destroy. 

DGS 550-1A 
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Agency Division/Unit 
Washington Suburban Sanitary Commission Office of the CIO 

Item 
No. 

Description Retention 

1300-10-001 Pavroll and Earninq Records 
This series documents individual and group employee earnings, 
including the name, social security number, work schedule and the 
number of hours worked, compensation rate, deductions, and total 
wages paid each employee per payroll period. Includes the master 
payroll register and other payroll registers showing earnings and 
deductions. 

Retain for 50 years or until 
audited, whichever is longer, 
then destroy. 

1300-10-002 Time and Attendance Records 
This series documents employee attendance and hours worked 
during the appropriate pay periods. Records include time sheets, 
time cards and similar documents. 

Retain for 4 years or until 
audited, whichever is longer, 
then destroy. 

1300-10-003 Pavroll Deduction Authorization Records 
This series documents the deductions taken from an employee 
salary. Includes records used to start, modify, or stop all voluntary 
or required deductions from payroll, including orders of garnishment 
or other court-ordered attachments. 

Retain for 7 years after 
separation or 7 years after 
amendment, expiration, or 
termination of authorization, 
whichever is sooner, then 
destroy. 

1300-10-004 Completed Withholdinq Forms - Federal and State Taxes 
This series documents forms used to determine withholding from 
wages and salaries for payroll tax purposes. 

Retain for current year plus 4 
years, then destroy. 

1300-10-005 W-4 Forms 
W-4 forms completed by the employee to determine withholding. 

Retain until separated from 
employment or amended 
whichever occurs first plus 4 
years, then destroy. 

1300-10-006 Federal and State Tax Reports 
This series documents forms and reports used to report the 
collection, distribution, deposit, and transmittal of payroll or 
unemployment taxes. 

Retain for 7 years after tax due 
date or date tax paid whichever 
is later, then destroy. 

1300-10-007 Benefit Proqram Records 
This series documents payroll records used to support or 
administer employee benefits programs, including Defined 
Contribution and Deferred Compensation Plans. 

Retain for 50 years after 
termination of program or plan, 
then destroy. 
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1300-10-008 Miscellaneous Payroll Records 
This series consists of all payroll reports and documentation 
subject to review and audit and not otherwise listed in this 
schedule. 

Retain for 7 years or until 
audited whichever is longer, 
then destroy. 

1300-11-001 Annual Reports - Fixed Assets Worksheets 
Worksheets compiled for annual reports listing totals of all fixed 
assets, purchases and disposition of assets. 

Retain until superseded, then 
destroy. 

1300-11-002 Depreciation Detail Records 
Depreciation/Accumulated Depreciation and supporting 
documentation. 

Retain for current fiscal year 
plus 3 years, then destroy. 

1300-11-003 Property Disposition Records 
Records of disposal of WSSC property (excluding real property) 
and unclaimed, abandoned or confiscated property such as 
bicycles and vehicles, including date, department name, 
description of item, value, disposition, method and reason for 
disposition, condition, value and approvals. 

Retain for current year plus 3 
years after disposition of 
property or final payment, 
whichever is later, then 
destroy. 

1300-11-004 Fixed Asset Financial Records 
Listings of all WSSC property (buildings and real estate), vehicles, 
equipment, supplies, furniture and other items owned or 
administered by WSSC. Includes description, cost, date 
purchased, location, name of vendor and depreciation. 

Retain for current fiscal year 
plus 3 years after disposition of 
property, then destroy. 

1300-11-005 Intermunicipal Aqreement Financial Records 
Financial records related to payments or receipts per 
Intermunicipal Agreements, including Blue Plains and Bio-Solids 
Handling. Operation & Maintenance Analysis and supporting 
documentation. 

Retain for 6 years after audit, 
then destroy 

1300-11-006 Rate Administration - Miscellaneous Fees and Charqes 
Annual Fees and Charges 

Retain for current fiscal year 
plus 10 years, then destroy. 

1300-11-007 Capital Asset Accountinq - Depreciation 
Depreciation Schedule 

Retain for current fiscal year 
plus 6 years, then destroy. 
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1300-11-008 Rate Administration - Front Foot Benefit (FFB) Rates 
This series documents the Front Foot Benefit Rates, Water and 
Sewer Rates and includes Front Foot Benefit Rate Schedules. 

Retain until the charge has 
been paid in full plus 10 years, 
then destroy. 

1300-11-009 Rate Administration - Front Foot Benefit (FFB) Rate -
SuoDortina Records 
FFB Rate Analysis, FFB - Cash receipts, FFB - Monthly Reports 
and Reconciliations, Front Foot Benefit Charge (FFBC) Rate Data, 
FFBC & Ad Valorem, FFB/House Connections (HC) Calculations 
and Front Foot Benefit Rates Report. 

Retain for 10 years after a rate 
goes into effect, or until the 
rate is superseded whichever is 
the latest, then destroy. 

1300-11-010 Front Foot Benefit (FFB) Sufficiency Study 
FFB Periodic Reports, Studies and Surveys regarding Front Foot 
Benefit Sufficiency. 

Retain until superseded plus 
10 years, then destroy. 

1300-11-011 Capital Asset Accountinq - House Connections Permit 
Processinq Report 
This is a series of reports from the Permit Processing Information 
System (PPIS) utilized by Accounting for the capitalization of 
constructed house connections, the recognition of house 
connection revenue and the preparation of the annual house 
connection financial statements. It provides house connection 
data at the permit level. 

Retain for current year plus 6 
years, then destroy. 

1300-11-012 Capital Asset Accountinq - House Connections Depreciation 
and Property Schedule 
House Connections - Depreciation and Property schedule, 
including WSSC Constructed Assets and Donated House 
Connections. This computes the depreciation expense for all 
WSSC constructed assets. 

Retain for life of the asset plus 
5 years, then destroy. 

1300-11-013 Capital Asset Accountinq Reports - Oracle General Ledqer 
Project Accounting Job Reports and Closed Job History (Oracle 
General Ledger). Monitors the progress of projects, investigating 
variances, approving expenses, and ensuring that project billings 
are issued and payments collected. 

Retain until project completion 
plus 10 years, then destroy. 
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1300-11-014 Capital Asset Accountinq Reports - Capital Project Records 
This record series contains the numbered files for the infrastructure 
(pipe) projects constructed by WSSC and Developers. 

Retain until project completion 
or System Development 
Charge (SDC) Audit plus 6 
years, then destroy. 

1300-11-015 Capital Asset Accountinq Reports - Property Ledqers 
This record series contains the Utility Plant Assets and Capital 
Project number files for facility and plant projects constructed by 
WSSC and Developers. 

Retain for life of the asset plus 
5 years, then destroy. 

1300-11-016 Capital Asset Accountinq Reports 
Supporting documentation - additions to, purchases of, sales of 
and abandonment of utility property. This includes audit work 
papers used to support the annual audited financial statements like 
the donated assets calculations and reserve analysis. 

Retain for life of the asset plus 
5 years, then destroy. 

1300-11-017 Capital Asset Accountinq - Moveable Assets 
Moveable Asset Information System (MAIS) Annual Reports, 
supporting documentation, additions, abandonments, depreciation, 
monthly reconciliations and the annual Prepared By Client (PBC) 
Work papers for Audit. 

Retain for current year plus 6 
years, then destroy. 

1400-01-001 Commissioner Service Records 
Files documenting the service and tenure of members of the Board, 
including appointments, resignations and other documentation 
relating to the member's service. 

Permanent - Retain for 10 
years, and then review for 
active, inactive status. If active, 
retain for 10 years until next 
review. If inactive, offer to the 
Maryland State Archives for 
permanent retention. 

1400-01-002 Commissioner Conflicts of Interest and Financial Disclosure 
Records 
Conflict of Interest and Financial Disclosure statements filed by 
Commissioners in accordance with Maryland law. 

Retain for 1 year after the end 
of the calendar year in which 
service ends, then destroy. 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. 2669 DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Page 17 of 70 

Agency Division/Unit 
Washington Suburban Sanitary Commission Office of the CIO 

Item 
No. 

Description Retention 

1400-01-003 Board of Ethics Member Records 
Files documenting the service and tenure of members of the Board, 
including appointments, resignations and other documentation 
relating to the member's service. 

Permanent - Retain for 10 
years, and then review for 
active, inactive status. If active, 
retain for 10 years until next 
review. If inactive, offer to the 
Maryland State Archives for 
permanent retention. 

1400-01-004 Board of Ethics Records 
Opinions or decisions of the Board of Ethics, including Conflict of 
Interest Opinions, Requests for Waivers, Advisory Opinions, 
Complaints, Investigations, and Final Decisions. 

Permanent - Retain for 10 
years, and then review for 
active, inactive status. If active, 
retain for 10 years until next 
review. If inactive, offer to the 
Maryland State Archives for 
permanent retention. 

1400-01-005 Retirement Board 
Trustee Appointments and Information 

Permanent - Retain for 10 
years, then offer to the 
Maryland State Archives for 
permanent retention. 

1400-01-006 Retirement Board of Trustees Records 
Annual Plan Performance Reports 

Permanent - Retain for 10 
years, then offer to the 
Maryland State Archives for 
permanent retention. 

1400-01-007 Technical Advisory Committees Files 
Committee files including meeting agendas, minutes, reports, 
resolutions and the Material Evaluation Committee Vendor Product 
Case File Review. 

Permanent - Retain for 10 
years, and then review for 
active, inactive status. If active, 
retain for 10 years until next 
review. If inactive, offer to the 
Maryland State Archives for 
permanent retention. 

1400-01-008 Technical Advisory Committees - Administrative Records 
This record series contains membership contact information and 
consultant support files. 

Retain until superseded plus 3 
years, then destroy. 
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1400-02-001 Constituent Issues Records 
Elected official request/correspondence - includes any 
correspondence/response from elected official for information or 
constituent complaints. 

Retain for 10 years, then 
destroy. 

1400-02-002 General Leqislation Records 
Legislation affecting WSSC - includes position charts, fiscal 
estimates and correspondence. 

Permanent - Retain for 10 
years, and then review for 
active, inactive status. If active, 
retain for 10 years until next 
review. If inactive, offer to the 
Maryland State Archives for 
permanent retention. 

1400-02-003 Government Relations Records 
Records related to government relations activities by the 
Intergovernmental Relations Office. 

Retain for 20 years, then 
destroy. 

1400-03-001 Commissioner Meetinq Aqendas, Minutes and SuDDortinq 
Documentation 
Records of regularly scheduled and special meetings of the 
Commissioners, including agenda, minutes, meeting packets and 
a record of action taken/resolutions. Includes any tapes or 
transcripts of the Commission Meetings. 

Permanent - Retain for 10 
years, then offer to the 
Maryland State Archives for 
permanent retention. 

1400-03-002 Minutes - Strateqic Teams or Committees 
Official Record of Proceedings, Agendas and supporting 
documentation (exhibits and items) of a substantive nature any 
meetings where an executive decision could be made by the 
General Manager or Deputy General Manager. Examples include 
Change Leadership Team (CLT) Meetings, Strategic Information 
Technology (IT) Committee Meetings, etc. 

Permanent - Retain for 10 
years, then offer to the 
Maryland State Archives for 
permanent retention. 

1400-03-003 Minutes - Tactical Team' or Committees 
Record copy of proceedings and supporting documentation for 
Tactical Team or Committee Meetings. Examples of Tactical 
Teams/Committees include: CLT, Safety Committee, Strategic IT 
Committee, Meeting Minutes and Agenda. 

Permanent - Retain for 10 
years, then offer to the 
Maryland State Archives for 
permanent retention. 
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1400-03-004 Minutes - General Staff Meetinqs 
Agenda and minutes from regular staff meetings of various Teams, 
Offices, Groups or Units. 

Permanent - Retain for 10 
years, then offer to the 
Maryland State Archives for 
permanent retention. 

1400-03-005 Board of Ethics Meetinq Records 
Minutes, Agendas, Record of actions taken, and any materials 
submitted to the Board at Regular Board Meetings. 

Permanent - Retain for 10 
years, then offer to the 
Maryland State Archives for 
permanent retention. 

1400-03-006 Calendars and Notes 
Records kept to document and facilitate the routine planning and 
scheduling of meetings, appointments and similar activities. 
Includes calendars, appointment books, notes, diaries and similar 
records with routine content. 

Retain for 5 years, then 
destroy. 

1400-03-008 Customer Advisory and Dispute Resolution Board Meetinq 
Records 
Records related to Customer Advisory Board and Dispute 
Resolving Board Meetings. 

Retain for 10 years, then 
destroy. 

1400-04-001 Bylaws - Commissioners and Committees 
Bylaws adopted by the Commissioners and High Level 
Committees to set out guidelines regarding their operations. 

Permanent - Retain for 10 
years, and then review for 
active, inactive status. If active, 
retain for 10 years until next 
review. If inactive, offer to the 
Maryland State Archives for 
permanent retention. 

1400-04-002 Commission Resolutions 
Resolutions approved by the Commission. 

Permanent - Retain for 10 
years, and then review for 
active, inactive status. If active, 
retain for 10 years until next 
review. If inactive, offer to the 
Maryland State Archives for 
permanent retention. 
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1400-04-003 Requlations and/or Standard Procedures or Policies 
Regulations, Standard Policies or Procedures that have been duly 
adopted by the Commission. 

Permanent - Retain for 10 
years, and then review for 
active, inactive status. If active, 
retain for 10 years until next 
review. If inactive, offer to the 
Maryland State Archives for 
permanent retention. 

1400-04-004 Deleqation of Authority 
Delegation of Authority from Commissioners to the General 
Manager, and sub-delegations from the General Manager to the 
staff. 

Permanent - Retain for 10 
years, and then review for 
active, inactive status. If active, 
retain for 10 years until next 
review. If inactive, offer to the 
Maryland State Archives for 
permanent retention. 

1400-04-005 Authorized Siqnatures 
Original signatures of authorized persons specified in the 
Delegation of Authority and other general budget forms. The 
Finance Group retains the original signatures to compare them to 
the signatures on various documents. 

Permanent - Retain for 10 
years, and then review for 
active, inactive status. If active, 
retain for 10 years until next 
review. If inactive, offer to the 
Maryland State Archives for 
permanent retention. 

1400-04-006 Internal Operatinq Procedures 
Internal operating procedures adopted by a Team, Group or Unit 
that do not affect the public or other areas of the Commission. 

Retain for 3 years after 
calendar year in which 
superseded or made obsolete, 
then destroy. 

1400-04-007 Ethics Code and Policies 
Code of Ethics and Fraud, Waste, and Abuse Hotline Policy 
including any amendments or revisions. 

Permanent - Retain for 10 
years, and then review for 
active, inactive status. If active, 
retain for 10 years until next 
review. If inactive, offer to the 
Maryland State Archives for 
permanent retention. 
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1400-05-001 Studies and Plans 
Final results or documentation on a topic prepared by or on behalf 
of WSSC, including Feasibility studies, Planning and land use 
studies, Basin plans, Environmental Impact Statements (EIS), and 
similar documents that have long term reference or historical value. 
Other specific examples include: Affirmative Action Plan, Disparity 
Study, Integrated Resource Plan (IRP), Job Audit Plan, Strategic 
Plan, Ten Year Capital Plan, Ten Year Financial Plan, Ten Year 
Operations and Maintenance Plan. 

Permanent - Retain for 10 
years, and then review for 
active, inactive status. If active, 
retain for 10 years until next 
review. If inactive, offer to the 
Maryland State Archives for 
permanent retention. 

1400-05-002 Business Process/Operations Improvement 
Operational Improvement Projects & Initiatives; Documents related 
to participation and development of new/improved business 
processes. 

Retain for 15 years after 
implementation, then destroy. 

1500-01-001 Benefit Plans 
Documentation relating to employee Social Security, Pension, 
Deferred compensation, 401 (k), 457 and similar retirement plans, 
including benefit plan descriptions and/or summary benefit plan 
descriptions, health, dental, vision, life insurance, including benefit 
plan descriptions and/or summary benefit plan descriptions. 

Retain for 20 years after 
termination of plan, then 
destroy. 

1500-01-002 Consolidated Omnibus Budqet Reconciliation Act (COBRA) 
Files 
Records of notices to and responses from employees, spouses 
and dependents of their eligibility for and rights concerning 
continuation coverage of group health insurance under the COBRA 
provisions of the Public Health Services Act (42 USC Sec. 300bb). 

Retain for 5 years after end of 
insurance eligibility, then 
destroy. 

1500-01-003 Benefits Reportinq System 
Benelogic and Self Insured Services Company (SISCO) supporting 
records to process WSSC Payroll Deductions. 

Retain for 50 years, then 
destroy 
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1500-01-004 Employee Benefit Files 
Documentation of benefits selections and use of benefit plans by 
employees who are not vested in the retirement plan. 

Retain for 30 years after 
termination of employment; or 
5 years after the death of the 
employee, retiree or retiree's 
last beneficiary, whichever 
occurs first, then destroy. 

1500-01-005 Family and Medical Leave Act (FMLA) Manaaement -
Employee Files 
Records required to be retained under FMLA. Includes FMLA leave 
request, related medical certifications, recertification, or medical 
histories of employees or employees' family members. 

Retain for 30 years after 
termination of employment, 
then destroy. 

1500-01-006 Flexible Spendinq Account Files 
Reimbursement claim forms with receipts and related 
documentation for health and dependent care flexible spending 
accounts established under 26 USC 125 and 129. 

Retain for 6 years after end of 
calendar year, then destroy. 

1500-01-007 Post Employment Benefits Administration Files 
Trust document, annual funding and related post employment 
benefits documents. 

Retain for 30 years after 
termination of employment; or 
5 years after the death of the 
retiree or retiree's last 
beneficiary whichever occurs 
first, then destroy. 

1500-01-008 WSSC Employees' Retirement Plan Administration 
This record series contains Historical WSSC Employees' 
Retirement Plan Documentation (including the State of MD 
participation); IRS Plan Qualification Letters and Retirement 
Incentive Plan Records. 

Retain until superseded plus 
10 years, then destroy. 

1500-01-009 WSSC Employees' Retirement Plan Administration -
Investment 
Investment Policy Guidelines. 

Retain until superseded plus 
10 years, then destroy. 

1500-01-010 WSSC Employees' Retirement Plan Administration - Appeals 
and Decisions 
Employee Plan Benefit Appeals and Decisions. 

Retain until closure plus 10 
years, then destroy. 
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